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How to Create an Objective Assessment in CalJOBS 
 
This section describes how to create an Objective Assessment step by step.   
 
 

Creating an Objective Assessment: 
 

1. After accessing your participant’s case, expand the “Staff Profiles” folder by 
clicking the (+) button next to Staff Profiles. Then expand “Case Management 
Profile” and choose the “Plan” option.  

 

 

 
Once in the Plan tab, click on the “Create Objective Assessment Summary” 
button to start your assessment. 
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2. Enter the necessary information as indicated on the form. 
  

a. Complete the General Information and Residence Address sections, ensuring 

that all required fields, marked with a red asterisk *, is complete. Some of the 

information will be pre-populated already.  
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b. Alternate Contact 
 
If you have alternate contact information for the participant, add it here by 
clicking Click Here. Then click the “Add New Contact” button from the pop-up 
window, fill in the information and click the “Save” button .   
 

 

 

 
 

The “Add New Contact” button will cause this screen to pop-up, fill in the 

appropriate information and click the “Save” button to add the new contact 

information.  

 
 

 

 

 

 

 

 

 

 

 

 

This window will pop-up 

when the button is clicked. 

Existing contacts may be 

edited or a new contact 

can be added by clicking 

the “Add New Contact” 

button. 
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c. Staff 
 
In the Staff section, input the “Date Completed”, along with any comments 
you have. The Date Completed does not have to be the date the assessment 
was created and it can be a future date. Click the “Next” button to move on.  
 

 
 
 
 
 
 
 
 
 

d. Program Expectations 
 
In the Program Expectations section, write a little about what kind of services 
the participant is seeking in the textbox provided.  
 

 
 

e. Employment Expectations  
 
If you know what kind of employment the participant is seeking, enter that 
information in the Employment Expectations section. You may enter up to 
three potential occupations for the participant. To choose an occupation, click 
the “Select Occupation” button. 
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From the pop-up window that appears, choose how you’d like to search for 
the occupation from the tabs at the top. After finding the desired occupation, 
click on it, and the information will automatically populate in the occupation 
field on the assessment.  
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Be sure to complete all fields with a red asterisk * next to them. Click the 

“Next” button to continue. 
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f. Education History 
 

Fill in the appropriate fields and write a little about the participant’s education 
history in the textbox. 

 
 
 

 
g. Basic Skills/Education Factors 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fill out information about the 
participant in the appropriate 
fields. Click the next button 
when done to move on. 
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h. Degrees 
 
If the participant has a degree click the “Add a New Degree” button and fill out 
the appropriate fields in the pop-up window.  
 

 
 

 
In the window that appears, fill in the appropriate information and click the 
“Save” button to add the degree. 
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Click the “Next” button to move onto the next page. 

 
 
i. Certificates 

 
If the participant has any certificates click the “Add a New Certificate” button. 
When finished click the “Next” button to move on. 
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Fill out the appropriate fields in the pop-up window to add a certificate. Then click 
“Save” to add it to the list of certificates.  
 

 
 
 

j. Occupational Transferable Skills 
 

Write about the participant’s skill assessment in the textbox.  
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k. Employment History 
 
If the participant has employment history, click the “Add a New Employment 
History” button and fill in the pop-up window. All the fields in the pop-up that 
appears are required. When finished, click the “Next” button to move on. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click the save button when 

finished to add that job to the 

participant’s employment history. 
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l. Work Readiness 
 
This section needs to be filled out to determine how ready the participant is to 
get back to work. Fill in the appropriate fields and leave comments where 
required. 
 

 

 
 
 
 
 
 
 

 
*If the participant has a valid Class C license, check “Has a Valid 

License.” If the participant has any endorsements, check all that 
apply in the “Drivers License Endorsement” field. 
 

Example: Below is how this section should be completed for a participant who has a 
valid Class C license but no extra endorsements.  
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m. Workplace Behavior 
 

Check the appropriate boxes for the participant’s workplace behavior and 
write a short summary at the bottom of the page. Fill out the remaining 
subsections and click the “Next” button at the bottom of the page to continue.  
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n. Barriers  
 
For this page, the subsections can be completed in a similar way as the 
previous section.  
 
Check the appropriate fields that correspond to your observations of the 
participant. Write a small summary at the bottom of each section about the 
information you entered. Also, if the participant does not meet any of the 
criteria displayed, check the “Not at this time” box.  
 
Click the “Next” button at the bottom of the page to continue. 
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o. Testing Results 

 
In the Testing Results section, use the appropriate “Click Here” buttons to 
enter the participant’s test results. Assessments can be added for each field 
from the corresponding pop-up window. When finished, click the “Next” button 
to move on. 
 

 
 
 
 

 
When clicking any of the “Click Here” buttons, a form will pop-up where the 
corresponding assessment can be added. 

 
 
 
 
 
 
 
 
 
 

Click the “Add Assessment” button 

from the pop-up menu. 
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When selecting the “Basic Skill Assessment” link, the following form will be 
display. 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 

 
 
 
 
 
 
 

To add a basic skills 

assessment fill out the pop-

up window and click the 

“Save” button at the bottom. 
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When selecting the “Other Testing” link, the form below will display. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To add other assessments the 

participant has taken, fill out the 

corresponding pop-up window and 

click the “Save” button. 
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When selecting the “WorkKeys” link, the form below will display: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 

To add the participant’s WorkKeys 

score click the corresponding link 

provided. When completed, click 

the “Save” button to finish. 
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p. Referrals Made  

 
If the participant had any referrals from other agencies, fill in the “Agency” 
and “Result” fields. If not, this section can be skipped and the Objective 
Assessment can be completed by clicking the “Finish” button.  

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 


